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Introduction

The new Oracle Supplier Portal allows suppliers to the Pennsylvania Liquor Control
Board (PLCB) of spirits, wines, consumables and accessories to initiate updates to
items previously submitted to and published by the PLCB.

This Quick Reference Guide (QRG) shows suppliers how to use the new Supplier
Portal to submit requests for updates to any item.

Timing of Cost/Retail Changes for Special Order Items:

For Special Order (SO) items, cost changes (UPC Attributes: UPC Supplier Cost)
entered on or before the 20" of the month will be effective as of the 1t of the
following month. For example, a cost change entered on October 18 should be
effective on November 1%, but a cost change entered on October 21 will not be
effective until December 1. The PLCB will make corresponding changes to SO item
retail prices with the same timing.

Changes to SO Item Freight (Non-Stock Attributes: SO Freight [Per Bottle]) will
become effective the day after the item attribute change is reviewed and approved
by the PLCB.

See Viewing Current SO Item Cost (After a Cost Change Has Been Requested)
below to understand how to use the BPA Agreement to see the cost that is currently
in effect for an SO item once a new cost change has been requested.

Before You Begin

You must contact the PLCB before making any updates to items in the Oracle
Supplier Portal for guidance in updating the item. For stock items, email your
Category Manager and include either the 9-digit PLCB item number, the Universal
Product Code (UPC) Number or the Supplier Shipping Container Code (SCC)/Global
Trade Item Number (GTIN). Also include the reason for the update to the item. Only
limited updates to stock items will be permitted in the Oracle Supplier Portal, and the
Category Manager will indicate whether you should make updates in the system or if
they will be handled by Product Management.

For SO items, email ra-lbslo@pa.gov.

For information on completing fields, refer to the Supplier - Create and Submit Items
in Oracle Supplier Portal ORG or the Supplier - Create and Submit Special Order
Iltems in Oracle Supplier Portal ORG.
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Glossary

Acronym Meaning

GTIN Global Trade Item Number

PLCB Pennsylvania Liquor Control Board

QRG Quick Reference Guide

SCC Shipping Container Code

SO Special Order

UPC Universal Product Code
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Update an Item (Oracle Supplier Portal)

Link to eLearning video: Supplier - Create and Submit Item Updates in Oracle
Supplier Portal

1. Log in to the Oracle Supplier Portal:

a. Enter User ID
b. Enter Password
c. Click Sign In

Sign In
Oracle Applications Cloud

Company Single Sign-On

or

=G |

Password

Forgot Password

Sign In

| English v

2. Navigate to the Welcome Springboard.

3. Click the Supplier Portal Tab, then click the Supplier Portal Tile.

Good morning,

Supplier Portal Tools Others

APPS

-

Supplier Portal
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4. Click the Manage Products Link on the left side of the screen under the
Products Heading.

= ORACLE

Supplier Portal

Search | Negotiations v || Negotiation Number v

Tasks

Negotiations
Requiring Attention Recent Activity

No data available

No data available

The Manage Products screen will appear.

Note: You may need to scroll down through headings to see Products > Manage
Products.

5. Find the item for which updates need to be made.
Note: Users can refer to the “Searching on the Manage Products Screen” Section of

the Supplier - Oracle Supplier Portal Basic Navigation QRG or the associated
eLearning for more information on how to find the item to update.

6. Ensure a green Checkmark Icon displays in the Status Column. This
indicates the item was previously published in the Oracle Supplier Portal.

pennsylvania

LIQUOR CONTROL BOARD

Manage Products

Products Product Uploads Product Upload Schedules
5,97 3acceptea 0 inReview 11 0 0 0
(Q |Informatien ) Successfully
Requested Draft Upload Failed Uploaded Active Completed
- | - .
Search | My Products | Show Filters

Actions v View v <= # ¥ | Update Products T

Status Product Description Last Review Message Last Saved
-] 760214586711 Wilds Fine American Gin 84 Proof AWalker 5/15/23 8:43 PM ~
(] 264125 Mt Springs Pinot Noir Columbia Valley 2021 424123 420 PM
] 000505038 Caslello Banfi Brunello Di Montakino Grappa 1131723 4:31 PM
(-] 000578236 Blue Chair Bay White Rum Barbados 80 Proof 1730123 319 PM
(-] 000053831 Sycamore Lane Merlot 1/24/23 1021 AM
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Manage Products
Products Product Uploads Product Upload Schedules
5,97 3accepted 0 InReview 11 0 0 0
(Q [Information () Successfully
Requested Draft Upload Failed Uploaded Active Completed

W W
Search | My Products X Show Filters
Actions w View v < # 57  updateProducts| [¥
Status Product Description Last Review Message Last Saved
(V] 5/19/23 6:33 PM =)
EI 5/19/23 1:41 PM
] 5/15/23 8:43 PM
(] 4/24123 420 PM

EI 4/19/23 5:10 PM

Note: Do not edit items with “Submitted” or “Rejected” in the Status Column.

Manage Product

Products Product Uploads Product Upload Schedules
5,971acceea 0 nReview 1 0 0 0
Information 0 Succosstully
Reauosted Dran Upload Fatled Upioaded Actwe Completed
v v

lcan Gin 84 Proof

Note: Items with a blue “Information Requested” icon indicate the item requires
further corrections. You will see a notification under the Bell Icon in the Global
Header of the Oracle Supplier Portal. Depending on the comments, you may need to
make corrections and resubmit the item.
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7. Highlight the row, then click the Pencil Icon to edit the item.

Manage Products

Products Product Uploads Product Upload Schedules
5,97 3acceptea 0 inReview 11 0 0 0
() |formaton ) Successfully
Requested Draft Upload Failed Uploaded Active Completed
L - -
Search | My Products Show Filters
Actions w View v + Update Products |  [v
Status Product Description Last Review Message Last Saved

(] 760214506711 Wilds Fine American Gin 84 Proof 5M5(23 8:43 PM ~
(] 264125 Mt Springs Pinot Noir Columbia Valley 2021 4/24/23 4:20 PM
(] 000505038 Castello Banfi Brunello Di Montalcino Grappa /31123 4:31 PM
] 000578236 Blue Chair Bay White Rum Barbados 80 Proof /30123 3:19 PM

The Edit Product screen will appear.

8. Make changes to the item.

Notes: Fields marked with a single asterisk (*) are mandatory fields and must be
filled out, or an error message will appear and the item will not save. In some cases,
you may need to accept the default value. “N/A” or “Other” may be available values if
you do not have information for a field.

Do not copy and paste into Oracle Supplier Portal fields. Doing so may cause an
unexpected result and delay your submission.

Ensure there are no trailing spaces in any fields.

Use only alphanumeric characters in the description field. Do not use any special
characters such as the percent symbol (%), ampersand (&), asterisk (*) or others.

Do not change the Product number.

Disregard and do not enter Pack Type, Global Trade Item Number, GTIN Unit of
Measure, Manufacturer Part Number and Manufacturer Name fields. The PLCB does
not use these fields.

Create Product Submit | | Cancel

L R e e 5T o

1M * category | Parent Wines -

Bonotichange, sl poduct | 434

Mo iaens 1o chaplay

Risregard and
do net.use

* Deseription | Wine Chat Ugly Sweater White Wine 15T

* Primary Unit of Measure b

Pack Type
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9. Click Submit in the top right corner after making changes to the item.

After clicking “Submit,” the item is routed to PLCB for review. Once reviewed, the
item will be approved or rejected.

Notes: An error message will appear if the required fields are not filled out.
If the item requires further corrections or is rejected, you will see a notification under

the Bell Icon in the Global Header of the Oracle Supplier Portal. Depending on the
comments, you may need to make corrections and resubmit the item.

Good morning,

Supplier Portal Tools

APPS

Supplier Portal

Viewing Current SO Item Cost (After a Cost Change Has Been
Requested)

Link to eLearning video: Supplier - Viewing Current SO Item Cost (After a Cost
Change Has Been Requested)

Introduction:

Once a cost change has been entered for an SO Item, the Manage Products screens
will show the new cost for the item that has been sent to PLCB for review/
acceptance. For SO items, cost changes (UPC Attributes: UPC Supplier Cost)
entered on or before the 20™ of the month will be effective as of the 15t of the
following month. For example, a cost change entered on October 18 should be
effective on November 1%, but a cost change entered on October 21 will not be
effective until December 15t. The PLCB will make corresponding changes to SO item
retail prices with the same timing. It may take 10-40 days for the cost to become
effective depending on the date the change was entered.

While the Manage Product screens will show the new cost that has been submitted
for an item, the BPA Agreement cost will only be updated when the cost change
becomes effective. Follow the steps below to view an item in the BPA Agreement.

Ta: pennsylvania
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1. From the Supplier Portal Homepage, click the Manage Agreements link on
the left side of the screen under the Agreements Heading.

Search | Orders | Order Number

Tasks
Supply Plan
Requiring Attention
= Manage Order Forecasts and Commits
« Manage Supplier On-Hand Quantities
Contract Manufacturing
- Manage Production Reporis

Vendor-Managed Inventory

- Manage Inventory

= Manage Replenishment Requests
Orders

- Manage Orders

= Manage Schedules F
W Prodh nation Requests
W New s

Invoices Overdue

« Acknowledge Schedules in Spreadsheet

Agreements

- Manage Agresments

0.74K Wl

Recent Activity

ast 30 Days

Replenishment requests in progress 2

Transaction Reports
Last 30 Days

No data available

The Manage Agreements Search screen displays

2. Click Search.

Manage Agreements @

>

Headers Lines

4 Search

Procurement BU v

Supplier Site v

Agreement

Search Results

Detach

A

Actions w View v Formatw  §E

Agreement

Procurement BU Agreement Date

Description Supplier Site

Advanced = Manage Watchlist | Saved Search Al Agreements v
Status ~

Include Closed and Expired Documents | No v

Reset | Save...

Released
Amount

Agreement

Amount Start Dute

Buyer Currency Status

The existing agreements will display.
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3. Click the Agreement link for the No Buyer agreement to see Special Order
ltems.

Manage Agreements @

Headers Lines

b Search & Advanced | Manage Watchlist | Saved Search All Agreements v

Search Results

Actions v View v Fomatw 72 [y F Detach
Procurement BU Agreement Agreement Description Supplier Site Buyer Agreement; Relesses Currency Status Start Date E
g Date P PP Y Amount Amount Y
ENTERPRISEBU  BPA_1064 6/22/23 P-PA-NORTH-02 Shutt, Mandy 7,235,497.80 USD Open

ENTERPRISE BU | BPA_1063 6/22/23 P-PA-NORTH-02 No Buyer 2,816,036.02 USD Open

Items tied to the agreement will display.

4, Scroll down to see the BPA lines. Click View and Query by Example to add a
filter to the screen.

Lines I}
Actions. vFormal v B K * Detach
About This Record Rel d Expirati
Supplier Item Description Category Name UOM Price elease xpiration  giatye Details Type Rev
Amount Date

Columns

Dally's Blue Hawaiian MPROC.Stock Each 1.04 0.00 Open =] Goods
Detach Yes Way Rose Bubbl... MPROC.Stock Each 762 0.00 Open = Goods
Sort » Cavicchioli 1928 Pros... MPROC.Stock Each 7.87 0.00 Open = Goods
Reorder Columns... Femet Branca Liqueur  MPROG.Stock .. Each 169 0.00 Open M Goods
Query By Example Dally's Bahama Mam MPROC Stock Each 1.04 0.00 Open =1 Goods

6 000000626 Dally's Jamaican Smil... MPROC.Stock Each 1.04 0.00 Open = Goods -

5. Enter the PLCB Item number of the item you want to verify the current cost of,
and click Enter. Alternatively, you could scroll through the lines to find the

Lines
Actions w View w Formatw  5F [+ Detach
Vi | 000579801
. " . . Released Expiration N
Line Item Supplier ltem Description Category Name UOM Price Status Details Type Rev
Amount Date
1 000000145 Daily’s Blue Hawaiian. MPROC.Stock Each 1.04 0.00 Open =] Goods
2 000000453 Yes Way Rose Bubbl... MPROC.Stock... Each 7.62 0.00 Open = Goods
3 000000524 Cavicchioli 1928 Pros... MPROC.Stock ...  Each 7.87 0.00 Open =] Goods
4 000000572 Femet Branca Liqgueur MPROC.Stock .. Each 1.69 0.00 Open =1 Goods
5 000000611 Dally’s Bahama Mam MPROC.Stock Each 1.04 0.00 Open =] Goods
6 000000626 Daily's Jamaican Smil MPROC.Stock Each 1.04 0.00 Open =1 Goods -
pennsylvania
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6. The cost that is displayed is the current cost of the item. The BPA cost will be
updated when the cost change goes into effect.
Lines
Actions w View v ‘Drmat v Detach
.
| Line Item Supplier ltem Description Category Name UOM Price R:';ifle"dt g:zralion Status Details Type Revis|
953 000579801 Partida Tequila Anejo MPROC NonSto Each 0.00 Open =1 Goods
7. Click the Details icon to see the before/after cost changes, once a new cost
change has gone into effect.
Lines
Actions w View w Format w  §E B Detach
& | 000579801 E
Line Item Supplier Item Description Category Name UOM Price R:Ir:.:ie"c: E:{:gra(ion Status Details Type Revis
853 000579801 Partida Tequila Anejo MPROC NonSto Each 2767 0.00 Open Goods

Information about the selected BPA line item will display.

8. Scroll down to the Price Breaks section of the screen to see the before and
after costs for the item.

4 Price Breaks L\.
9. Click Done three times to return to the Supplier Portal Dashboard
peeyivania
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